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of Government-owned space to which it
has been assigned by GSA, and the
agency determines that such space, or
a portion thereof, is no longer needed,
the agency shall so notify GSA at least
6 months prior to relinquishing the
space in the same manner as indicated
in paragraph (a) of this section. The op-
eration, protection, and maintenance
of the real property or portion thereof
to be released shall continue to be the
responsibility of the agency until the
first day of the fiscal quarter after the
6-month period ends.

(Sec. 205(c), 63 Stat. 390; (40 U.S.C. 486(c)))

[39 FR 23196, June 27, 1974, as amended at 42
FR 16778, Mar. 30, 1977]

Subpart 101–17.3—Space Stand-
ards, Criteria, and Guidelines

§ 101–17.300 Scope of subpart.
This subpart identifies those factors

affecting office layout which must be
considered in connection with achiev-
ing more efficient layouts and better
space utilization.

§ 101–17.301 Space allowances.
Space allowances are derived from

specific studies of the operations of the
agencies, and are directed toward pro-
viding each employee with enough
space to work efficiently.

§ 101–17.302 Use of occupancy guides.
The objectives of the occupancy

guide program are to improve agency
operations and promote economic and
prudent utilization of Government-con-
trolled space through the development
and application of occupancy standards
and criteria for specific agencies and
activities. Each occupancy guide rep-
resents an agreement between GSA and
the agency as to the latter’s space re-
quirements and is written in terms
which permit nationwide application.
The criteria contained in occupancy
guides will be used as a basis for esti-
mating agency space requirements for
those agencies for which guides have
been published and allowances are con-
sidered to be maximum. Occupancy
guides will be reviewed jointly by GSA
and the agencies and revised to con-
form with the allowances contained in
this subpart 101–17.3.

§ 101–17.303 Use of space allocation al-
lowances.

(a) The space allowances listed in
§§ 101–17.304–1 and 101–17.304–2 are to be
used in space planning for agencies or
components thereof for which occu-
pancy guides have not been published.
In addition, these allowances are appli-
cable for all agency headquarters ac-
tivities.

(b) Work station space allowances
listed in § 101–17.304–1 shall not nec-
essarily be used as criteria for assign-
ing space to individuals. Rather, they
should be used to estimate that portion
of the total office space that is re-
quired for work stations.

§ 101–17.304 Office space allowances.
The amount of office space developed

by application of these allowances
should normally be sufficient to house
office elements of executive agencies.
It is recognized, however, that agency
functions and needs and physical vari-
ations in buildings will cause devi-
ations in the determination of the
amount of space assigned, and its divi-
sion into private, semiprivate, open
areas, or other uses will be based upon
a templated layout which reflects the
optimum use of the space and the
workflow requirements of the using
agency.

§ 101–17.304–1 Work station space al-
lowances for general schedule per-
sonnel.

Grade Type of assign-
ment 1

Office
space 2

GS 1 to 6 .............................. ................................. 60
GS 7 to 11 ............................ Nonsupervisory ....... 75
GS 7 to 11 ............................ Supervisory ............. 100
GS 12 to 13 .......................... Nonsupervisory ....... 100
GS 12 to 13 .......................... Supervisory ............. 150
GS 14 to 15 .......................... Nonsupervisory ....... 150
GS 14 to 15 .......................... Supervisory ............. 225
GS 16, 17, and 18 ................ Nonsupervisory ....... 225
GS 16 ................................... Supervisory ............. 300
GS 17 ................................... Supervisory ............. 350
GS 18 ................................... Supervisory ............. 400

1 Supervisory means supervision of or frequent meetings
with 3 or more employees within the office’s confines.

2 Allowance in square feet per person.

[43 FR 34139, Aug. 3, 1978]

§ 101–17.304–2 Administrative support
space allowances.

The following space allowance table
is to be used in determining the
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amount of administrative support
space required in office space planning.
Although work stations may be inter-
spersed in administrative support
areas, allowances for administrative
support areas may not be added to al-
lowances for work stations except
where support area furniture exceeds
the capacity of the work station area.

SPACE ALLOWANCE TABLES
TABLE I—COMMON FURNITURE AND EQUIPMENT

Item Size
(inches)

Allowance
(square

feet)

Bookcase ....................................... 13 x 33 6
Bookcase, unitized ........................ 22 x 18 4
Cabinet, storage, wardrobe ........... 18 x 24 6

Do ........................................... 18 x 36 9
Do ........................................... 24 x 36 11

Cabinet, stationary ........................ 18 x 36 9
Cabinet, filing (letter size) ............. 15 x 25 7
Cabinet, filing (legal size) .............. 18 x 25 8
Cabinet, filing (safe) ...................... 19 x 28 9
Cabinet, filing (map, plan) ............. 36 x 48 24

Do ........................................... 36 x 60 30
Chair, side ..................................... .................. 5
Costumer (hat tree) ....................... .................. 4
Credenza (not part of a work sta-

tion) ............................................ 18 x 66 15
Locker, clothing ............................. 18 x 21 6

Do ........................................... 36 x 21 12
Safe (1-door) ................................. 21 x 23 8

Do ........................................... 42 x 36 10
Safe (2-door) ................................. 42 x 36 18
Stand, dictionary ............................ .................. 4
Stand, office machine .................... 18 x 18 5

Do ........................................... 18 x 34 9
Do ........................................... 24 x 36 12

Table .............................................. 14 x 26 4
Do ........................................... 24 x 36 12
Do ........................................... 30 x 60 25
Do ........................................... 34 x 60 30
Do ........................................... 36 x 72 35

Valet rack ...................................... 20 x 30 8
Do ........................................... 20 x 51 14

Shelving ......................................... 12 x 36 9
Do ........................................... 18 x 36 10
Do ........................................... 24 x 36 11

TABLE II—COMMON FUNCTIONS

Item Allowance

Conference and meet-
ing rooms.

On 50 percent time/use basis at 20
square feet per person, based on
average number of persons in at-
tendance.

Classrooms and train-
ing rooms.

Desk/arm chair at 10 square feet
per person. Desk and chair at 40
square feet per person.

Reception areas .......... Based on average visitor load at 10
square feet per person.

Exhibit areas, internal
duplicating, libraries,
mailrooms, supply
rooms.

Actual measurement of equipment
plus circulation.

§ 101–17.305 Storage space allowances.
Storage space shall be estimated by

application of the allowances in § 101–
17.304–2 where standard storage equip-
ment (file cabinets, shelving, and safes)
is used. When such is not the case (such
as bulk storage of furniture, equip-
ment, and supplies), a careful estimate
of the space requirement must be made
by onsite inspection, giving due consid-
eration to warehousing techniques.

§ 101–17.306 Special space allowances.
To the extent possible, space for spe-

cial use shall be estimated on the basis
of specialized standards, such as those
for laboratory equipment. Distributors
of specialized equipment can readily
provide information on space required
to house particular items of equip-
ment, and their advice should be
sought whenever possible. The criteria
contained in § 101–17.304 may be used to
estimate space required for conference
rooms, classrooms, and training rooms.

§ 101–17.307 Private office space allow-
ances.

Private offices should be provided
only when there is a demonstrated
functional need. They should be only
large enough for the occupant to con-
duct his normal business in an efficient
manner and with a reasonable degree of
dignity. The normal maximum allow-
ance for private offices is 300 square
feet, but this should be considered only
in instances in which it is necessary for
the occupant to confer frequently with
sizable groups of people, and a con-
ference room is not convenient.

§ 101–17.308 Supplemental space
standards for Government execu-
tives.

The standards in §§ 101–17.308–1 and
101–17.308–2 are prescribed for use in the
assignment of space to executive
schedule personnel (levels I through V)
and supergrade employees (GS 16, GS
17, and GS 18). In implementing and
using these standards, the following
criteria apply:

(a) These standards are used in esti-
mating that portion of the total office
space required for executive work sta-
tions, and as such are considered nei-
ther maximums nor minimums except
where so noted. A degree of latitude is
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